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Food Service Files 

These f i lee  relate to the administration of food services in  State Medical and treatment 
. faci l i t ies  in Georgia. 
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14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? s ,  

15. Is ' the information contained i n  t h i s  'series ever s w r i z e d  or published? 
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18. Could the  function be'performed i f  t h e  f i l e s  were l o s t  o r  destroyed? ! i l l 11 
19. Is the  series ( o r  major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the  record series pr'BVide data as input t o  an EDP f i l e ?  
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21. Does the record series contain documentation produced as EDP printout? 

2 2 .  Is the  series affected by Federal o r  grant funds? 
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24. REQUIREMENTS. The following requires the f i l e s  t o  be kept years:  

a. [ ]STATE b. [ ISTATWE OF c. [ ]AUDIT d. [ ]FEDERAL e.  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 

Sea attached a i ~ p ~ ~ i t i ~ , ~  
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25. AGENCY RECOMMENDATION$. This agency recommends t h a t  t he  f i l e - s e r i e s  be cut o f f  at the  ena 
of each -[]CALENDAR YEAR -MFISCAL YEAR -[]OTHER ,then : 

A. []Destroy immediately after cut off .  

1 []Destroy. 

' 

B. []Hold i n  current f i l e s  area month(s)/ year(s), then: 

2 []Transfer t o  records center ;  hold yeads ) ,  then: 

b []Transfer h i s t o r i c a l  material  t o  Archives ; 
a [ I ~ e s t r o y .  

destroy remainder. 
3 [ I ~ e s t r o y  after audit  ( o r  yearcs) after midit). 

C. []Hold i n  current f i les  area indef in i te ly .  
D. []Hold i n  current f i les  area _year (s ) ,  then t r ans fe r  t o  Archives permanently. 

E. []Other 
, 

(Indicate brief ly  rationale for recononendations above/or write additionaZ remarks) : 

i n  Pa'ragraph 2 5  

are:  



f Description 

Food service repor t ing  f i l e s .  Documents r e f l e c t i n g  
e s s e n t i a l  f i n a n c i a l  and operating da ta  pertinent 
t o  h o s p i t a l  feeding and food operations. 
are da i ly  records of h o s p i t a l  food service opera- 
tions, r epor t s ,  and similar o r  r e l a t e d  documents. 

Included 

Hospital  master menu f i l e s .  Documents r e l a t e d  t o  
t h e  planning of n u t r i t i o n a l l y  adequate meals f o r  
p a t i e n t s  on modified d i e t s  as w e l l  as regular  d i e t s .  
Included are copies of h o s p i t a l  master menus and 
similar o r  r e l a t e d  documents. 

& 

Hospital  r a t i o n  accounting f i l e s .  Documents 
r e f l e c t i n g  meals served and r a t ions  served each 
day, Included are r a t i o n  source da t a  worksheets, 
records of meals served, r a t i o n  records,  and 
similar o r  r e l a t e d  documents. 

Hospital  food supply f i l e s .  Documents r e l a t i n g  
t o  t h e  con t ro l  over r e c e i p t ,  s torage ,  and i s s u e  
of food items and general  food service supplies.  
Included are food r e c e i p t  and consumption 
records,  inventor ies  of food on hand, r equ i s i t i ons  
and invoices of food obtained from the  commissary, 
kitchen r equ i s i t i ons ,  and similar o r  r e l a t e d  
documents. 

Individual p a t i e n t  d i e t  f i l e s .  Documents pe r t a in ing  
t o  d i e t a ry  requirements of ind iv idua l  pa t i en t s .  
Included are d ie t a ry  h i s t o r y  records,and s imi l a r  
o r  r e l a t e d  documents. 

D i e t  therapy f i l e s .  Documents used i n  providing 
d i e t  therapy t o  p a t i e n t s  i n  hosp i t a l s .  
are d i e t  menu plans;  food code worksheets; ward 
d i e t  r o s t e r s ;  e a r l y ,  l a te ,  o r  delayed t r a y  
r o s t e r s ;  nourishment and forced f l u i d  r o s t e r s ;  
food d i s t r i b u t i o n  char t s ;  and similar o r  r e l a t e d  
documents. 

Included 

, 

Modified d i e t  s t a t i s t i c s  f i l e s .  Documents 
r e f l e c t i n g  the  number of d i e t s  served by category 
each day. Included are modified d i e t  records and 
similar o r  r e l a t e d  documents. 

Hospital  food production f i l e s .  Documents r e l a t e d  t o  
processing meat and preparing items of food. 
Included are cooks’ worksheets; food preparation 
worksheets; meat processing records; and similar 
o r  r e l a t e d  documents. 

Disposit ion ” 

Office’ performing h o s p i t a l  
wide s t a f f  r e spons ib i l i t y :  
Destroy a f t e r  5 years.  

Other o f f i ces :  Destroy a f t e r  
2 years. 

Destroy a f t e r  1 year,. 

.- 

Destroy a f t e r  1 year,  except 
t h a t  r a t i o n  source da t a  workJ 
shee ts  w i l l  be destroyed 
a f t e r  3 months. 

Destroy a f t e r  1 year ,  

Destroy when p a t i e n t  i s  
re leased  from the  hosp i t a l .  

Destroy a f t e r  3 months. 

Destroy a f t e r  1 yeal;. - 
. 

Destroy a f t e r  3 months. 



Description Disposit iod 

Recipe card f i l e s .  Documents r e f l e c t i n g  standardized Destroy when superseded, obsole te ,  
rec ipes  f o r  food preparation. 
cards and similar o r  r e l a t e d  documents. reference. 

Included are rec ipe  o r  no longer needed f o r  

USDA Food d i s t r i b u t i o n  f i l e s .  Documents r e f l e c t i n g  Destroy 3 years a f t e r  c lose  
the  r e c e i p t ,  d i sposa l ,  and inventory of commodities. of Fe5cral f i s c a l  year t o  
Included are r e c e i p t  and disbursements of funds 
a r i s i n g  from operations of t h e  d i s t r i b u t i o n  
program. 
(THIS SHALL INCLUDE ALL RECORDS INCLUDING 

which they per ta in .  

COOKS WORKSHEETS W I C H  PERTAIN TO SU RPLUS 

COMMODITIES) 


